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1. Copyright Disclaimer

Not applicable.

2. Document Control

Owner Dean
Stakeholders All students and staff
Approving Body Academic Board

Version History
Version Date Description
Draft Version 0.1 | 1% October 2020 | Provided by Higher Education Leadership Institute (HELI).
Draft Version 0.2 17™ March 2022 | Contextualised to Nova Anglia College requirements by Ms. Harpreet Kaur.

Draft Version 0.3 14™ April 2022 Reviewed and updated by Dr. Hamidreza Mozayeni.

Version 1.0 24% May 2022 Approved without amendments by the Academic Board.

Version 1.1 27" May 2022 New template applied by Ms. Carmen Ralph.

Amended by Ms. Carmen Ralph as per the minutes of the Board of
29" November Directors meeting as follows: changed the campus address from Suite 28,

Version 1.2

2022 Level 3, 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street,
Fortitude Valley QLD 4006.
Version 1.3 20™ August 2024 | CRICOS code added.

3. Approval, Publication and Review

3.1 Approval

This Course Discontinuation Policy and Procedure was approved without amendments by the Academic Board in the
meeting held on 24" May 2022.

3.2 Publication

This Course Discontinuation Policy and Procedure will be made available to the public domain including the students
and staff on the website at www.nac.edu.au. Alternatively, a copy of this document can be requested by contacting
the Registrar Office at registrar@nac.edu.au.

3.3 Review

This Course Discontinuation Policy and Procedure is subject to change and will be reviewed at least once per year
with no gap of three years or more between two consecutive reviews.

Next review date: March 2026

4. Purpose

Nova Anglia College (hereinafter referred to as “NAC”) is committed to ensuring that no student is disadvantaged
when one of the NAC’s courses is discontinued by implementing effective teach-out or course transition plans for all
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students enrolled in that course of study. This Course Discontinuation Policy and Procedure has been developed to
make provisions in case NAC discontinues a course of study due to different reasons.

5. Scope

The scope of this document includes all students and staff members at NAC.

6. Policy

NAC can discontinue a course of study with effective teach-out or course transition plans for all students enrolled in
the course of study to ensure that these students are not disadvantaged.

7. Procedure
NAC can discontinue a course due to various reasons, as described below.
7.1 Course Discontinuation Initiated by NAC
When a decision is taken to discontinue a course of study, the following procedure will be implemented:
7.1.1 The Dean will liaise with the CEO on all issues to be taken into account in the development of a teach-out plan.
The teach-out plan will include:
a) the content of written communications to students;
b) honouring any contractual obligations associated with the course of study;
c) addressing student load issues involved in the teach-out strategy; and
d) offering valid transition pathways to other courses of study.
7.1.2 After consulting with the CEO, the Dean will prepare a teach-out plan that addresses the needs of all cohorts

of students currently undertaking the course that is to be discontinued for submission to the Academic Board
for approval.

7.1.3 The Dean advises the Course Coordinator/Lecturer, Student Support, Marketing, Admissions, and the Registrar
that the course is to be discontinued and the date of final intake.

7.1.4 The Dean develops a communication plan in liaison with the Course Coordinator/Lecturer to advise current
students (or prospective students with offers for subsequent intake periods) that the course will no longer be
offered, including information about alternative course options that are available. The Course Coordinator
liaises with the Registrar as appropriate.

7.1.5 The Course Coordinator will liaise with Library, Information and Communication Technology (ICT) and Student
Support staff regarding any changes to service delivery associated with the teach-out arrangements and
providing specialised support services for affected students.

7.1.6 The Course Coordinator will write to all affected students explaining the teach-out arrangements and detailing
all available options for students, including the option to transition to another course. The Course Coordinator
will schedule sessions with students to explain teach-out processes and to address any concerns. A contact
person will be nominated to deal with student enquiries about teach-out processes.

7.1.7 The Dean is responsible for approving timely publication of information on NAC's website regarding teach-out
arrangements.
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7.1.8 The Course Coordinator is responsible for ensuring that the various cohorts of students are streamed into
particular units of study to ensure that class sizes are as viable as possible. The Course Coordinator must
ensure that unit offerings meet the needs of affected students so far as is practical.

7.1.9 The Course Coordinator/Lecturer is responsible for preparing and supplying individual plans for all students to
assist in mapping their progression to completion within the designated teach-out period.

7.1.10 The Dean is responsible for providing regular reports on the teach-out strategy for the discontinued course
of study to the Academic Board.

7.2 Course Discontinuation Initiated Externally

7.2.1 In order to protect domestic students in the event that NAC ceases to provide a course of study because it
ceases to operate as a higher education provider or suffers a major incident affecting its operations, NAC
maintains an adequate amount of restricted cash in secondary account (Fee Protection Trust Account) with an
Australian financial institution.

7.2.2 NAC will conduct an annual assessment to ensure the restricted cash amount is at a satisfactory level. The
amount must closely equate to the fees of non-commenced domestic students and pro rata (unit wise) based
studying domestic students.

7.2.3 Inorder to protect international students in case NAC ceases to provide a course of study because it ceases to
operate as a higher education provider or suffers a major incident affecting its operations, NAC has in place
arrangements through the Australian Government’s Tuition Protection Service (TPS) (for more information,
please refer to https://tps.gov.au/StaticContent/Get/Studentinformation).

7.3 Course Discontinuation Initiated by Students

When domestic or international students take a decision to discontinue a course of study, the procedures
documented in the Student Deferral, Suspension or Cancellation Policy and Procedure will be implemented.

8. Related Documents

e Student Deferral, Suspension or Cancellation Policy and Procedure

9. Related Legislation

e Higher Education Threshold Standards 2021 — Standard 6.2
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